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Clhiis", Records Services Division

elivity Reports for the Rccords Services Division

1. There are attach:1 reports for the weeks ending 31 December
and 7 Januvary, reflecting progress in each area of the Records
Management Program. There is also albtached the monthly report for
Decewber 1953.

2. A review of these cho rts indicates the Tollowing 1 ecus
which are of particular significance:

a. Records wanagement surveys are continuing without

difficulty in the Medical Oi'fice, Office of Gensral Cournsel ond

Sowme Tiles have already been retired to the Records C“nter
from the Medical Office. The survey of[  |has progressed Lo the
point where the esteblishment of official Tile stations is now = 25X1
being proposed to that Division. 578 linear feet o records have
been inventoried for the General Counsel's Office. A records control
achedule has been prepared and agreed to by the Medical Office.

b. A handbook 1s now in process on the disposition of
Agency records.

c. As of 1 Januery 1954, there were 953 active Agcncy
forms. An up-to-date index of Agency forms is being preparsd through
the use of the pusch card method, This will pereit identification
of forms by mnumber, function and title. It is propossd to us~ thie
mechanized wethod to prepasre indices Tor the use of each Area Records
Officer. By this wmethod, we will assizt the Area Records Qfiicers
in advising them of forms now in use which may be uzcd and thereby
eliminmte the developument of duplicate one:.

d. A revised matnod ‘or the pr“paratlon of the next
guarterly Agency T/O' has beecn agreed to by the Personnel Oilice.
This will include an indication of the incumbent of »ach position
and thereby give the Personnel Office and operating o'fices position
control records. This new procedure will apply to all offices in
the DD/A and DD/I groups for the next quartcr. The TD/P group will
be converted at a later dete., Effective 4 January 1954, the work
epcorting systew For the Printing and Reproduction Divislon wae con-

rerted Lo the purch card method.

¢. A schedule for the deposit of Vital Materials for OST

ZC. 77/176

DDA I
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has been apreed to and adopied.
bl
. A staif study on the Writer's Guide is in process of
prepqraflou? 1t was discussed with the Director of Training who ha=
agrecd that IPhe Gﬂﬁ?rai rvt 3 OTTice has responsibility in this
arca. Te Roeports Mara» Program‘ agreed to by the O7fics of
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Comptroller zome time ago, has been delayed because that ofice
now wants to coordinate the Program internally with several porsons
before adopting it. This has required the preparation of additions]

. copies of our proposal.

4. The wajor items with respsct to converting the warehouse
to a Records Center oparation have been completed. With

the erection of the second 100 units of steel shelving, the total
capacity of the Center is now 18,948 cu. ft. We now have in the Center
10,993 cu. ft. of records, leaving available 7,955 cu. t. for future
cXpansion. Referenrce requests for records in the Center showed a
mwarked increase over the previous month. An examination has been
wade of all material in the Records Centar and, as a result, 100
cu. tt. of non-record material can be eliminated and will be dia-
posad of. 25X1

. The Office of Training has requested us ri
proposed Tiling system which has been Prepared by Mr.ff:ffiiff:f
Acting Area Records Officer Tor that office. As a result, the
system proposed ror the OTfice orf Training will be revised to bring
it more in line with the proposed Agency filing system. The Oifice
ol Training has requested that we participate with them in Jescribing
the proposed Agency filing system to three groups of Agency prrsonnel
scheduled Tor the clerical training courses to be held in January
and February.

25X1
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-
Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110001-8



Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110001-8

y - -

hReport for the Month Ending 31 December 1953 frowm the
RECORDS DISPOSITICN RRANCH

Medical Office

The records control schedule for this office has been pre-
pared and approved. Inactive records are being boxed and trans-
ferred to the Records Center. Developed systems for maintaining
current records are being installed. )

General Services

As reported in the previous Monthly Report, the records con-
trol schedule prepared for this office has not been approved. Con-
sequently, recommended disposition actions are still pending.

General Counsel

The records inventory for this office has been completed,
An estimated 587 linear feet of material has been listed.

25X1

There were no disposition activities carried out in this
Division during the month.

25X1

Chier, Records Digposition Branch

) Yi: i i .‘- '_. .
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Report for month endine 31 December 1953 from
REPORTS AND CORRESPONDENCE MANACEMENT BRANGCH

I. PROJECTS IN PROGRESS

1., CIA Correspondence Handbook — Distribution of the handbook for
working-level clearance by 19 Janusry 1954 was made by Regulations
Gontrol Staff, Subsequently we srovided the Office of Training with
additional copies to expedite review. To date we have received only
three or four inouiries on the handbook,

2, Cffiece of the Comptroller Reports Management Program - Met with

25X1 ifessrs | . lof the Office of Comptroller to follow
up their review of the proposed vrorram guide, Prior to writing this

25X1 report, again contected Mr, E%:::::who stated that the Deputy Comp-
troller now desires to have the fulde reviewed by the Budret, Tiseal,

and Finance Divisions, Organization and Methods Services, and the Area
lecords Cfficer, Unfortunately, such an extensive review was not con-
sidered necessary by the Deputy Comptroller during our first discus-
sion on the program, Otherwise we would have initially provided more
copies of the guide, Further review therefore will be delayed until
additional copies can be reproduced,

3. ZHriter's Cuide

&. Prepared and submitted three staff papers stating the need for
Asency guides to effective writing, and justifying our proposal to
develop themn,

b, Conducted extensive resesrch in the Congressional, Department
of Defense, and CIA Iibraries, Five complete texts, six pamphlets,
and portions of forty-one other publications were read., Research
covered the best works on effective writing, as well as literature on

e]

copyright laws, survey methods, and vromotional techniques,

¢. Continued to develop text and promotional material, Wive fliers
and four illustrations were sketched; approximately twenty-four sections
were completed. Fach section constitutes a separate issuance,

25X1 d. Met with MrJ  Jof Graphics Registry and discussed the types
of fliers and posters we propose,
25X1

e, Met with Mr, ‘of the Personnel Office
and was introduced to their correspondence management brogram, Observed
their Flexowriter operations and exemined in detail samples of their
correspondence, lany instances of excessively flowery expressions,

CONFIDEN 1AL
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outmoded words and phrases, and excess verbiage (particularly preposi-
tional phrases) were noted, We propose to show how their style of

writing

can be streamlined to reduce letter content by one-third,

Ae Program Promotion

8e
Reports
ment,'"

Sketched the illustrations and completed text material for the
Management Program brochure, "An Introduction +o Reports Manage-
This brochure will answer five questions:

what is reports management?

Why is it desirable to program reports management?
What types of reports do we propose to manage?

How is a reports management progrem installed?

How is the program continued?

Developed the following single page informational handbills:

"Your Reports Management Program--Its Aims and How Accomplished™

"Checklist for measuring an Area's Needs for a Reports Manage-
ment Program"

"Your Correspondence Management Program—Its Aims snd How
Accomplished™”

"Checklist for Measuring an Area's Needs for a Correspondence
Management Program®

Copies of these handbills are available to Records Services Division

analysts,
cs Met with Mr, of the Medical Office to discuss needs for
reports and correspondence management programs, Mr, | |felt that

our program principles could be applied advantageously to their oper-

ations,

He was particularly enthusiastic about streamlining corres-

pondence, No definite plans were made to install programs pending his

further
Yr.

of each

5. Program Status Report from Area Records Officers — Outlined plans for

discussion with Medical Office officials, Since this meeting,

25X1

25X1

of the Records Disposition Branch provided Mr,|  |with a copy

program handbill outlined in subparagrasph b, above,

an initial report from each Area Records OfTicer,
which can be completed readily by "yes"™ or "no" or by check marks,

tion will be sought on program progress, the dissemination of program

information which General Services Office has released, and program phases

in which there is the greatest interest or need,

II. COMPLETED.PROJECTS

"

1. Evaluated Beneficial Sugrestion 530 which advocated the correction

f

LONBDENTIAL
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of minor typographical errors by pen and ink., Submitted findings and
recommenﬂatlonu, including a proposed CIA Notice which would place the
sug~restion in effect,

2. Reviewed the records manarement progrem plan for Locistics Office
as submitted by its Area Records Officer, Forwarded comments to Mr.

]

3. Contacted Messrs, | |of the Logistics Office re-
sarding the procurement of Letterex for Agency-wide use. Delivery of
this stationery is expected by the middle of January. Meanwhile we
will develop a CIA Notice and a promotional flier calling attention
to corraspondence practices aporopriate to the use of Letterex.

25X1

4. Reviewed the draft of the proposed Handbook on Financial and
Accounting Procedures for Property. Submitted recommendations infor-
mally to Mr,

ITI, PLANTD PROJECT

Since it will be necessary to provide the Comptroller's Office with
additional copies of the reports manasement program guide, we pro-
pose to reproduce s sufficient number for the distribution of a copy
to each Area Records Officer., e will emphasize that copies are being
distributed for information and discussion only. This proposal will
be discussed with Regulations Control Staff,

25X1

YWanagement Branch

SR R
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Since December 15, the Executive order regarding security
classification of official information has been in effect,
and the supplemental distribubion operation is now about

to be involved in implementing the change of classifica-
tion required by that order. The problem bresented here is
that of physicalily handling and reclassifying those docu=
ments requiring a change of classification, If a single
stamp could be developed that would be applied to each
document only once, without deleting the former classif-
ication, the time element in the distribution operation

would be only moderately affected, However, if more detailed

work is to be required in the reclassification process,a
problem will be raised in respect to the time necessary to
fill requests and the utilization of personmel,

By the end of this month, most of the items of renovation
and repair needed to make the building more adequate for
the Center operation had been completed, The bracing of
shelving and the painting and repair of the mens latrine
are pending jobs, but work orders have been placed with FES,
The erection of the second 100 units of shelving has in-
creased the total capacity of the Center to 185933 cubic
feet.” Of this volume, 10,993 cubic feet is noir occupied
and 7,955 cubic feet is available for storage.,

Personnel of the Center completed during this period a list
< records holdings by office of origin and an inventory of
distribution materials on hand, The latter is now being
typed and will serve as a reference guide to materials in
storage as well as an aid in discevering items that could
be disposed of, Also prepared was a paper outlining the
service functions of the Center, It is planned %o use thig
as a hand out for interested visitors,

The overall work load in the Distribution Unit remained
about the same as the previous month, The repreduction
of certain series of Information Reports that are on ditto
masters was expedited by the acquisition of a Ditto machine
from the Printing and Reproduction Division, This Division
also furnished a Portograph that permits the reproduction
of 2 pages with each exposure, The machine formerly used
produced only 1 page per exposure,

Reference requests for records in storage showed a marked
" increase over the previous month as did the number of items
furnisheds

[ R
s F i
4 9 :

-

LAET thiel, Hecords Center Branch-
‘!...)‘,~ gy .

, GONFIDENTIAL
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RECOTDS CENTER BRANCE Stabistical Report

Reporting Period Fiscal Year

Part 1. Record Holdings (cu. it.) Decenber 1953 To Date
A. Records Accessioned 275 1317
B. Records Disposed of at Center 0 21
C. Reéords Holdings L670
D, Distribution I’*Ta'beriai Holdings 6323
E, Total Holdings ' 10993

Part 11 Reference Service on Records in Storage
A, Requests 219 / 909
B. Ttems Furnished L96 2628
Part 111 Inter-Agency Reference Service
4L, Requests 5

Part 1I¥ Shelving Space Utilization (cu.ft.)

A, Total Lapacity 18948
B, For Prescnt Holdings 10993
C, 4vailable 7955

Part V. Supplemental Distribution

A+  Ibems Received for Distribution

1. Intelligence Reports

a. Initial Receipt 7091 v
b. Returns 5096
2, Information Reports 5661 v
3. Administrative issuances ol -
TOTAL 27992

Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110001-8
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RECOMDS CEMTER BRANCH Statistical Report

Requests
1. Intelligence Reports
2+ Information Reports
3. Adm, Issuances
TOTAL
Ttems furnished
1. Intelligence Reporis
2. Information Reports
3. Administrative Issuances

TOTAL

Reproduction Services (no. of pages)

1, 0Ozzlid Process

2. Fhoto Copy Process

Part V1, Initial Distribution

A,

TOTAL
Ttems Furnished
1. Regulations
2, Notices
3. Other -
TCOTAL

Reporting Period Fiscal Year

December 1953 To Date

132
L1y
68
61, /

160l
16L7

596
38L7

7611
703
851

233
15074
61,0
23848

Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110001-8
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Report for the Month Ending 31 December 1953
From the RECORDS SYSTEMS BRANCH

The survey{:::::::]has progresged to the point where
the recommendations we have made are now being discussed
with the various Staff and Branch chiefs.

A review of the Records Management Program in the
Togistics Office was completed and a report has been pre-
vared.

The Area Records Officers for the Office of Intelli-
rence Coordination, Medical Office, Office of Communications,
fxecutive Registiry and Contact Division of the Office of
Operations, visited the Repository in conjunction with the
Records Management Training Progrem. Thils trip concludes
the orlentation programs at the Repository which, from all
indications, have proven very beneficial to the progress of
the Apency's Vital Materlals Program.

The memorandum to all Area Records Officers and the
brochure describing the security desk trays were released
to the Area Records Officers.

A mewmorandum was addressed to all Area Records Offi~
cers, sugeesting the placement of extra copiles of the courier
schedule at sppropriate points in order to assure that persons
handling mall will have a knowledge of the schedule.

Six truck drivers were transferred to the T/0 of the
¥Maill Control SBection from Logistics Office.

Chief, Records Systems Branch

CONFIDENHIAL
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Report for Month Endins 31 December 1953 from
FORMS MANAGEMENT BRANCH

I. Project Summary

Projects initiated prior to November 5
Projects initiated in November 9
Projects initiated in Decewber 5

Total Projects to Date kel
Projects completed in Novewber 5
Projects completed in December 2

Total Projects Completed in 1953 7
Carried over to January 1954 12

I1I. Completed Projects:

1. An agreement was concluded wlth the Government Printing Offlce
leading to establishment of standard operating procedures with that
office and the Loglstics Office in procuring and printing "sterile”
forms. Under the terms of this agreement, which provides for retention
of and crosg-referencing to plates by form number by the Government
Printing Office, the Agency will be able to obtain cowplete sterility
in ite forms when requlred without incurring additional charges Tor new
plates each time such a form 1s reprinted.

2. Draft copy of the proposed Correspondence Handbook, [ | 25X1
was reviewed and detailed recommendatlons submitted to Mr. 25X1
Most iwmportant recoumendation was to urge adoption of a complete

block style letter and wemo as opposed to the modified block style
advocated by the handbook.

IITI. Current and Continuins Projects

1. In a further attempt to determine the amount of time expended by
Printing and Reproduction personnel in composing final type forus
25X1 copy, Mr. | was requested to furnish data for January 195k4.
Centralization of forms copy preparation in the Forwms Management
Branch as an incidental adjunct to analysis and design is ultimately

proposed.

2, The first step in augmentation of the Branch's strength was
accomplished with the assignment of Miss| = |effective 16 Decem-
ber 1053. 25X1

3, Transfer of a duplicate functional file of forwms maintained by
0 & M to Vital Materials has not yet been effected. Project should be

completed in January 1954.

CONFIDENTIAL
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e The provosed Notice No.|  |"Forms Management~Handling
Classified Torms" originally scheduled for publication as a memorandum,
FM=2, has been approved by the Chief, General Services Office, and was
subrmitted to the Regulations Control Staff on 29 December 1953, Publie-
cation should be accomplished in January 195l

5. Publication of the oropoged memorandum to all Area Hecords Officers,

Fl=1 "The CIA Forms Manazement Program® after being rewritten several

times to meet changing requirements and being approved by lir, 25X1
hag been delayed because of questions reised by iir, , Additional 25X1
Justification is in nrocess of development,

6, Continmied liaison during the month was made with DD/P, Comptroller,
Personnel, Security and Training Area Records Officers,

T« Corrected art work for a set of Vue-Graph slides depicting the
Agency Forms Management Program has -been completed, Slides will be
obtained in Janmuary from the Printing and Reproduction Plant, They will
be used in training Area Records Officers and briefing other Agency
personnel on the Forms Management Program,

8. Studies of the Information Report forms and procedures utilized by
the FI, DD/P and Contact Division, 00 breas, continued throughout the
month with considerable progress being made towards standardization of

headquarters forms and procedures, Copies of revised

T : ntly in process of coordination prior to procurement,
It is anticivated that the FI report form will be field tested prior to
being prescribed for general use,

25X1

9¢ Storage facilities for forms at the\ \ware’nouse were
inspected and stocks were reviewed to determine which forms would
require deletion by overprinting of "Restricted" and "Security Informa-
tion" to meet the requirements of Notice io,| | and Executive 25X1
Order 10501, It was decided tiat only fourteen forms and one pre-printed
Information Report run~off sheet out of over 350 classified forms would

require overprinting., Such action was arranged for and is proceeding

according to schedule,

10, Decision was made to mechanize the indexing of forms by use of the
facilities of Machine Records Branch. A new two-part, carbon inter-
leaved form has been designed and is being printed to replace Form
Mos, 36~22l, and 36-225, A single preparation of this form will provide
the basic visible control card required by this office and also furnish
¥achine Records Branch the information needed to punch cards and
prepare tabulations for the index, Publication of numerical, alphabet-
ical and functional indexes at quarterly intervals is contemplated,

-2 -

SN CONFIDENTIAL -
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11, Revigion of the forms numbering system from one utilizing
both base and secondary numbers to a simpler system of assigning
numbers in straight numeriéal order was determined to be both
feasible and desirable, The new system was scheduled to be placed
in effect 1 Jamuary 1954,

IV, Miscellaneous Activities
1. Inspected the Records Center,

2+ Inspected the files and practices of the Area Records Officer,
Personnel Office,

Ve Summary of Individual Actions,

1. No, of Requisitions Copies
tew 2L 93,950
Revigions 28 206,600
Reprints 37 (includes 6 overprints) 371,400

Totals 87 —5TL ,950

2, TForms obsoleted ~~ 1,

3. Requests disapproved and available formsg substituted -- 2,
s Average requisition for month - 7,758 copies.

S5 Het increase in Agency Forms -- 23,

6, Total number of controlled forms in use as of 31 December 1553 - 953,

25X1

Chief, Forms Fanagement Branch

Ey ~ 1 CONF%{)-EN'HAL
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HICROFTIM PROJECTS

DECEMBER 1953

1. Projects Pending

e
b.

Entire Records Group
Record Group Accretions

2. Projects in Process and Completed

Qe

b.

Ce

Entire Records Group

1, In Process
2. Completed

Records Group Aceretions

1. 1In process
2, Oompleted

Imares Tilmed (Total)

1. Rotary Camera
2., TFlatbed Camera

Reels (100 ft)
1, TIn Process

2. To be Reviewed
3. Reviewed

-

T3 MCNTH

N~

26428

1430
24998

18

R4

TO DATE

32

5

360862

86651
218811

*The totals in the "To Date" column will revert to O at the
end of each fiscal vear, and starting with July 1953 will always
reflect cumulative totals for thé fiscal vealr of the report,

CONFIDENTIAL
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¥ The figures in this column will revert to ( at,
#* adjusted figure

— N

{a) Cheeking coupter receipts

: (1) Total tige

(b) Requests for Administrative Files
(1) Requestg filled

{(2)  Requests unfilled

Rearuitmgg&:

(a) Couriers

{b) Mai1 Clerks

{c) Messengers
ck Drivers

SEPARATI Ol

{a) Couriers ' I
{b) Maiy Clerks

¢! Measengers

(d) Truck Drivers

i

0T 00110001-8
Approved For Release 2007/10/23 : CIA-RDP54-00177A0002
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SECURITY INFORMATION
MONTHLY REPORT } F%Aﬂ. CONTROL SECTION
nuary 195k |
oM 1 . THIS MONTH TO DATE#
{2) Delivery by Post Office 209,07 126,00
gbg Picked up from Post Office by couriep 29 81' 12:953
€/ FPicked up from City by ecourier 0 2

(d) Letters: 309 %726

Revigueq 80

Recondes 39 31,722
(e) Undeliverable (held in Magg Room 206 206
OUTCOING MATL:
W
{a) Picked up by Post Offsce 20613 8 2
(b) Deposited in Post Office by courier 97?6 6§’§§3
(e) city Deliveries LL89 31,922
(d) Penalty 'Ztnc)ucia Used ’

1) ¢I1a 2363 13,877

(2) L72l, 32, 125

(3) O 7 ) 16
(e) Postage Expended F 3Loi B 20,206,817
COURIFR SiRVICE:
(a) Scheduled Trips 112 6,150
(b)  Special Trips = Within,Agenqy 265 1,§56
' (1 Delivered by foot 87 ,)492

(25 belivered by vehicle 175 1,008
(¢) Other Agencies 127 ’672
(d) Trips outside apea L7 39

(1) Total tim@ 31 hrs, Qg min, 552 hrs, 23 min,
FILE ACTIVITY:

21 _ 139
§ hrs. 10 min, 50 hrs, 10 min,

- N e
2 31

0 10

1 11

1 2
1 4

6 6

1 U
1 2

2 3

0 0
the beginning of each fiscal vear,

Tial
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Report for month of December 1953 from MACHEINE RECORDS FRANGH

" Administrative:

During the month of December, one employee entered on duty,

25X1 o) oy, 25X1
25X1 and Mrs.| advised us that

he wishes to resign as of 15 January 195},
25X1

After careful consideration, it has been decided thset machines
located in Wing 3, excluding Key Punch Section, shonld be nlaced
in Wing A. It is felt that this plan will improve machine vtil-
ization and accessibility.

If accepted, the suggestion that Machine Records Branch be
equipped with a vaper drill should prove to be an economy
measure. Under the 1954 contract, there is an additional ex-

- pénse to the price of paver for pre~punching of file holes.
Considering the volume of paper used, the savings of not having
the paper pre-punched would in a short period of time off-set
the cost of the drill. : :

Because of a delay in delivery of stock requisitioned for the

25X1 overseas installation, Machine Records Branch has agreed to -
urnish temporarily, paper, cards, and other miscellaneous supplies
to this installation. '

Leave schedules were so arranged that all requests for extended
leave during the holiday season were approved without affecting
operational schedules. However, due to . the additional leave granted
to government employees by the President, and advanced schedule
dates for Payroll, there was a substantial increase in overtime
worked by this Branch. '

Operational:

Personnel - The initial Positionvcéntfol Register was furnished
: téﬁﬁg%gspggggcggﬁice. This register was for the DD/T group only,
0Lggdstersfomgkl agency groups will-be furnished in January.
This will continue on a quarterly‘schedule, and the Position
Control es'iie will be furnished in lieu of T/0's.
W3 oW LH
BECEIAED : S
: CONFIDENTIAL -
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Personnel (cont'd)

After discussions with officials from the Personnel Office, the
schedule for Applicant and Employee Qualification Registers has
been changed from a bi-monthly basis to a quarterly basis.

Careful study proved that because of the few qualification changes
processed monthly, Quarterly Registers would contasin information 3
as nearly current as bi-monthly registers.

A world, country, and city code has been developed by the Personnel
Section of Machine Records Branch. This code, to be used in the
Personnel Status Cards, met with the approval of the “ersommel
Office and was put into effect immediately.

Vouchered Payroll Section - The entire Normal Pay file was affected fon
by a conversion operation so that the cards would reflect the new P
10% tax reduction. It was also necessary at this time to re-

assign employec numbters to re-establish alphabetic sequence of

the Vouchered Payroll Employee Roster File. The file was not in :
true alphabetic sequence because of the name changes during the :
past two years.

Beginning 6 Decewber 1953, Machine Reecords Branch was advised by s
Fiscal Division to prepare only one copy of the T/A Report. A
large quantity of the two part T/A forms was on hand, and it was
suggested by this Branch that the second copy of the form be
saved for future use. It was also suggested that this salvage
project, removing staoles, carbon, and separating, be done by
employees in the Personnel Pool. This salvaged second copy will
provide the Agency with an additional eighteen months supply of :
T/A Report forms resulting in a savings of approximately $600.00.

Logistics - The changes and recommendations affecting the financial
accounting procedures, submitted by Machine Records to Acting
Comptroller met with the approval of the Logistics Office.

Listings of basic computations of average prices for all acquisitions
for the period from May 1953 to December 1953 was completed. This

. listing is being used to establish new fixed average. prices for

411 stock records. :

Special stock on hand information, .in the form of Mark Sensing
punch cards, is being furnished Logistics Office to enable them
to donduct a physical inventory of supplies.

crﬁpnvouchered Payroll - The early date of the last pay period for
etzjé§25€gg5}@écﬂ?l953) made it possible for the Unvouchered Payroll
chiont t4!Ebhvert their Normal Pay cards to reflect the 10% tax
teduction, complete the Employee Yearly Barnings Report, prepare

Wi !N—ZSsggaﬁ# i?Jﬂ%her year end reports before 1 January 195.

ngmpyghg;ed Accounting - Two new monthly reports were added to the
:$¢HbaﬁIonf reports being furnished the Accounting Section, UV Funds.
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